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This describes the Shared Neutrals ADR Program, hereafter referred to as SNAP.  Similarly, the Shared Neutrals ADR Committee will hereafter be referred to as the SNAP Committee.


I.	Introduction

The Chicago Federal Executive Board (FEB) sponsors the Shared Neutrals ADR Program to facilitate the use of alternative dispute resolution (ADR) among federal agencies.  Participating agencies can draw from the Program's cadre of mediators.  Use of the mediation services is free of charge, as a participant of the FEB’s consortium of Federal Agencies.  However, travel costs may be incurred.  Oversight of the SNAP Program lies with the SNAP Committee of the FEB.


II.	Responsibilities of the SNAP Committee

The SNAP Committee is the governing body for the Shared Neutrals ADR Program.  Members volunteer with approval of their agency’s head and members operate in accordance with applicable regulations and by-laws of the FEB. 

[bookmark: _Toc246732210]Responsibilities include:

•	Maintain a trained cadre of mediators
•	Case intake
•	Data collection and analysis
•	Outreach and marketing to Agencies
•	Systems analysis (continually improving the structure of the Program)
•	Mediator training, mentoring, and refresher education
•	 Quality assurance reviews


III.	For More Information

A representative is available to explain the benefits of the program to groups in agencies that are currently participating or considering participation.  To inquire about this service, view the FEB website at www.chicago.feb.gov or contact the SNAP Intake Coordinator at (312) 353-1474.  





IV. Scope

Alternative Dispute Resolution services offered by the Chicago Federal Executive Board’s Shared Neutrals ADR Program shall be available to all member organizations of the Chicago FEB and its Federal Executive Association (FEA) partners.  The program as presently instituted offers mediation only.

Mediation is the use of a neutral third party in disputes, to facilitate communication among the parties and assist them in voluntarily reaching their own mutually acceptable settlement of issues.  Mediation leaves the decision-making power in the hands of the parties in conflict.  Mediation is a voluntary, confidential process in which the participants must be willing to accept the assistance of the mediator and to come to the table in a good faith effort to resolve the dispute. 

[bookmark: _Toc246732211]Geographic Scope

Mediators from the cadre may mediate anywhere that participating agencies are located.  The requesting agency is responsible for any travel costs associated with a requested mediation and will provide any required logistical support. 

[bookmark: _Toc246732212]Types of Conflict

Most of the mediations handled will be "internal" workplace disputes. (Internal means involving employees of the participating agency only.)  The Program is also available for external and inter-agency mediations on a wide range of issues: contracts, environmental, etc.  Agencies may choose to limit which types of cases they will refer to the Program.

[bookmark: _Toc246732213]Excluded Cases

As stated above, each agency can specify the types of cases it will refer to the Shared Neutrals program.  In addition, there are some cases that are not appropriate for mediation through this program, regardless of individual agency policy.  

Cases accepted:

•	are expected to require fewer than 24 hours (the vast majority will require 8 hours);
•	require that the parties sign the mediation agreement; and
•	do not involve criminal activity.

Sexual harassment cases will be referred at the discretion of the agency. 







V.	Agency Participation

To enter into the Program, your agency must submit a letter to the SNAP Committee signed by the local agency head.  The letter must contain the following information:

•	the name and office phone number of your agency liaison who is authorized to request a SNAP mediation;
•	any type of case which your agency wishes to exclude from the program;
•	specific forms that your agency wishes to use that differ from those included in this Handbook;
•	any other specific requirements of your agency; and
•	an explicit statement that no member of your agency will retaliate against any other member of your agency because of their decision to participate or withdraw from a SNAP mediation.  

All of the agency-specific requested items are subject to review and approval by the SNAP Committee.  After receipt of your letter, you will be notified by the SNAP Committee of its decision regarding any requested agency-specific items and when your agency liaison may begin referring cases for a SNAP mediation.  It is the responsibility of each agency to promptly notify the SNAP Committee of any change to their agency liaison and any requested agency-specific items not previously considered by the SNAP Committee.


VI.	The Cadre of Mediators

The cadre will be divided into two categories:  primary mediators and co-mediators.  Generally, one mediator will be drawn from the “primary” and one from the “co-mediator” lists for each mediation.  However, both are equal partners during a mediation session. 

It is important, both for the quality of the service and for the development and growth of mediators, that less experienced mediators practice with more experienced mediators.  Therefore, primary mediators will be the lead on preparing for and debriefing the mediation.  The primary mediator must also conduct a debriefing session with the co-mediator to review the mediation when completed.  The primary will complete a peer review sheet that will be sent to the SNAP committee co-chairs.  Once four peer reviews have been received, the committee will determine if the co-mediator will be moved to the primary list.

The primary mediator will be the case developer.  The case developer is responsible for assessing the parties' needs, arranging for pre-mediation conferencing, and assuring that all appropriate forms are prepared and submitted.

Primary mediators may do solo mediations, as required, but co-mediators may not.


[bookmark: _Toc246732214]Requirements for Mediators/Case Developers:

[bookmark: _Toc246732215]1.	To gain placement on the cadre of mediators, under any capacity, an applicant must:

	•	be an employee or authorized volunteer of a participating agency;
	•	subscribe to the ethical standards (in Section VII);
	•	submit an application, to include the agency’s local head’s signature;
	•	have completed 40 hours of a formal mediation program or comparable experience acceptable to the SNAP Committee;
	•	demonstrate ongoing participation and interest in mediation;
	•	have completed an orientation of the Program; and
	•	be interviewed and accepted by a member of the SNAP Committee (see following section).

[bookmark: _Toc246732216]2.	To Be Admitted to the Primary Mediator List:

	•	For newly-trained mediators:

Before being considered for inclusion on the primary mediator list, applicants must demonstrate that they have served as a mediator or co-mediator at least four times, and received four peer reviews by primary mediators.  The SNAP committee will then make a decision whether to move the applicant to the primary mediator list. 

	•	For experienced mediators:
 
		Four or more mediations as a mediator or co-mediator with evaluations by the 	
		parties of good or better.
	
[bookmark: _Toc246732217]The Committee reserves the right to admit said individuals without further requirement.

Note:	Because the program offers mediation in a variety of contexts (workplace, commercial contracts, etc.) applicants must identify which kinds of mediations they feel they are qualified to do, and at what level of experience.

The Format of the Roster:  A sample sheet for the Roster, with typical information, is presented in Appendix 4.


VII.	Ethical Standards

All members of the Roster agree to abide by the following code of ethics.  In addition, all attorneys who serve as mediators will abide by the ethical rules for Illinois Attorneys which can be found at:  https://www.iardc.org/newrules2010.htm.


[bookmark: _Toc246732218]Confidentiality:

[bookmark: _Toc246732219]Confidentiality is the cornerstone of mediation and extremely important and will be maintained consistent with law.

To encourage candor and full exploration of issues, all verbal and written information exchanged during the process is confidential unless otherwise specified in writing.  All written information, unless otherwise necessary, will be destroyed at the end of the mediation.  Mediators will resist being called upon for testimony regarding information, the participants or the process, or divulging matters unless there appears to be an imminent threat of serious harm.  Any release of information shall be at the mutual discretion and written consent of the parties, except that the mediator must report information as required by statute or court order 
(5 U.S.C. 574).


[bookmark: _Toc246732220]Role and Conduct - Mediators:

· will conduct themselves with diligence and shall not seek to advance their own interests;
· will seek to provide participants with a full opportunity to express their interests;
· will be impartial facilitators of a neutral process, and will not make or influence decisions;
· will not engage in any non-mediator roles or activities regarding the matter in dispute;
· will not make promises of specific results; and
· will refrain from serving in disputes in which they believe their lack of sufficient knowledge about the subject matter would inhibit or detract from the mediation and resolution of the dispute.


[bookmark: _Toc246732221]Impartiality:

Mediators will maintain impartiality toward participants, free from favoritism.  Therefore, mediators will not conduct mediations in their own agencies.  Prior to accepting any mediation, the mediator shall disclose and obtain SNAP Committee approval to participate as a mediator where there is an apparent or potential conflict of interest or where the mediator is aware of an issue of impartiality.  The mediator must disclose any affiliations or apparent or potential conflicts of interest or issues of impartiality she/he may have with any participant and, if  so, must obtain consent of the participants to continue as mediator.  The mediator shall withdraw from the mediation at any time if the mediator believes she/he cannot maintain impartiality or if she/he believes an apparent or potential conflict of interest would be deemed likely to affect the integrity of the mediation services.





[bookmark: _Toc246732222]Informed Consent:

Mediators will inform participants about the nature of the mediation process, procedures, and the role of the mediator.  Written consent of the parties must be obtained prior to commencement of the mediation.  (The Agreement to Mediate form can be found in Appendix 5.)


[bookmark: _Toc246732223]Self-Determination:

Self-determination is a fundamental principle of mediation.  It requires that the mediation process rely upon the ability of the parties to reach a voluntary, uncoerced agreement.  Any party may withdraw from mediation at any time.


[bookmark: _Toc246732224]Competence:

A mediator shall mediate only when the mediator has the necessary qualifications to effectively understand and mediate the dispute.   Training and experience in mediation, however, are often necessary for effective mediation.  A person who offers herself/himself as available to serve as a mediator gives the parties and the public the expectation that she/he has the competence to mediate effectively.  Mediators on the SNAP Roster have the requisite training and experience.


[bookmark: _Toc246732225]Quality of the Process:

A mediator shall conduct the mediation fairly, diligently and in a manner consistent with the principle of self-determination by the parties.  A mediator shall work to ensure a quality process and to encourage mutual respect concerning the parties.  A quality process requires a commitment by the mediator to diligence and procedural fairness. There should be adequate opportunity for each party in the mediation to participate in the discussions.  The parties decide when and under what conditions they will reach an agreement or terminate a mediation.


[bookmark: _Toc246732226]Obligations to the Mediation Process:

Mediators have a duty to improve the practice of mediation.  Mediators are regarded as knowledgeable in the process of mediation.  They have an obligation to:
· use their knowledge to help educate the public about mediation;
·  to make mediation accessible to those who would like to use it;
·  to correct abuses; 
·  to improve their professional skills and abilities.



[bookmark: _Toc246732227]Observers: 

Periodically, an observer may ask to sit in on a mediation for training or evaluation purposes.  An observer would be a person designated by the SNAP Committee who is not involved in the dispute.  The observer is bound by the same confidentiality rules as the other participants.  The parties must consent to the presence of an observer.


VIII.	 Mediator Availability and Agency Contributions

Each mediator is responsible to secure permission from his/her agency before accepting a mediation. Agency satisfaction with their level of participation in the program is expected to be self regulating.  If an agency feels its resources are being overused, the agency liaison might instruct the agency's mediators not to accept further mediations. 


IX.	Logistics and Matching Mediators with Parties

[bookmark: _Toc246732228]Parties retain the right to unilaterally reject any individual to mediate for them.

The strength of the Program lies in its flexibility and its timeliness. Agencies are invited to utilize the Program to fit their needs.  Steps in the process are described in the following pages.

Some agency choices are outlined in Italics.  Upon consultation and agreement with the SNAP Committee, these or other processes can be modified.

1.	The Conflict:

[bookmark: _Toc246732229]Two or more people, at least one of whom is a member of a participating agency, are in conflict.

2. The Call:

The agency liaison makes the contact with the Intake Coordinator and acts as a coordinator and gatekeeper for the agency.  If the Agency has additional forms that they would like completed for the mediation, these forms must be approved by the SNAP Committee.  It is the responsibility of the agency liaison to ensure that the Intake Coordinator is informed of any SNAP Committee approved agency requirements or forms.  






3.	The Intake:

The Intake Coordinator:  provides information on the Program and/or mediation to the agency liaison; ensures receipt of the mandatory Agreement to Mediate form signed by all parties; assigns a case log number and takes basic information (see Intake Form, Appendix 6); asks the agency liaison about special needs and preferences he/she may have; and assigns the case to a mediator qualified to do case development.

4.	The Case Development:

In this step, the appropriateness of mediation and the correct case/mediator match-up are assessed.  The primary mediator may speak separately with each party and the referring manager (if any), explore alternatives (e.g., strategies with parties to see if there are options for them to work out the problems less formally), and ensure the appropriateness of mediation.  

If the primary mediator determines that mediation is not appropriate, then he/she confers with the parties, the referring manager, and the agency liaison, explaining the reasons and may suggest another course of action, then notates such action in the file.

In choosing the mediation team, the priority is to serve the needs of the parties while maintaining the high quality of the Roster by ensuring that new mediators are given sufficient, well-supervised experience.  In some instances, and for some mediation styles, it may be preferable for the primary mediator to pass the case on to two other mediators.  If that is the case, the primary mediator will refer the case back to the Intake Coordinator for reassignment.

Co-mediation is the preferred model, though requests by the agency liaison or the parties for single mediation (e.g., because of time constraints) will be accommodated if possible.

Agency Suggestion:  The agency liaison could also help parties explore alternatives, if he/she is trained in case development and if the SNAP Committee and the agency agree on this role for the agency liaison.

Accelerated Procedure:

When it is important to get the parties into mediation immediately, a "fast track" may be employed:  the intake person will take basic information, assign one or two mediators, and the parties and mediator will meet without further case development.

5.	The Mediation:

The mediators are responsible, in coordination with the agency liaison, for scheduling the mediation and handling associated logistical details.  The mediators will report results once the mediation is terminated or completed.

Generally, the mediation should take place in a neutral location to ensure the confidentiality of the process.   

6.	Concluding the Mediation:

The mediators are responsible for ensuring that the parties receive a mediation evaluation form and satisfy any agency requirements.  (These include such forms as settlement agreements.)

7.	Follow up and Data Collection:

The SNAP Committee is responsible for reviewing the evaluations and tracking the success of the program.


X.	Evaluations

Evaluations are an important part of the program.  They help track the quality of the mediators.  They give important information about the system and how it is functioning.  They can be an important educational tool for the mediators.  And, finally, completion of an evaluation form can be an important element in the closure of the mediation, giving parties a chance to reflect on their experience.

The following evaluations will be used in the Program:

· Parties' evaluation upon completion of mediation
· Agency liaison's evaluation
· Co-mediator's and observer's (if any) evaluation

The protocol for handing out evaluations, requesting their receipt, and sharing the information will be the responsibility of the mediators.
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